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L icenses & Permits 
DEPARTMENT/AGENCY 

Landlord/Tenant O f f i c e 
DIVISION 

ITEM 
NO. 

SUPERSEDES C-532 DATED 6/29/83 
DESCRIPTION RETENTION 

GENERAL CORRESPONDENCE & PERSONNEL F ILES CONSISTING of 
records of o f f i c i a l correspondence of o f f i c e and 
commission, budget, s t a t i s t i c s , r e q u i s i t i o n s , purchase 
o rde r s , leave records and a l l other po l i c y re la ted 
correspondence. F i l e d a l p h a b e t i c a l l y . 

HEARING & DISMISSAL F ILES c o n s i s t i n g of complaints that| 
have been des ignated fo r a formal hear ing before the 
Hearing O f f i ce r ( i n c l ud i ng U t i l i t y h e a r i n g s ) , appeals 
before the Landlord/Tenant Commission and complaints 
fo rmal ly d i smissed by the Hearing O f f i c e r . F i l ed 
numer ica l ly by hear ing and d i sm i s s a l number. 

COUNCIL BILLS & STATE LEGISLATION c o n s i s t i n g of County 
and State l e g i s l a t i o n that may a f f e c t or be of interest] 
to the Landlord/Tenant o f f i c e . Council b i l l s f i l e d 
numer ica l ly ; S tate l e g i s l a t i o n f i l e d by year . 

TELEPHONE SL IPS c o n s i s t i n g of a l l telephone c a l l s 
which act ion may be requi red (e i ther a complaint form 
mailed out or a booklet requested) . F i l ed by month. 

TENANT COMPLAINT F ILES c o n s i s t i n g of a l l c losed writterj 
complaints from tenants and may a l s o inc lude any 
other general correspondence r e l a t i n g to apartment 
complexes. F i l ed a l p h a b e t i c a l l y by management company 
then a l phabe t i c a l l y by pax i apartment complex, then 
by case number ^ 

CONTINUED 

Cut o f f at end of calendar 
yea r ; r e t a i n f o r four (4) 
add i t i ona l year s in o f f i c e ; 
then des t roy . 

Cut o f f at end of calendar year;j 
r e t a i n fo r four (4) add i t iona l 
year s in o f f i c e ; then dest roy. 

Destroy when superseded. 

Cut o f f at end of f i s c a l year ; 
r e t a i n fo r one (1) add i t iona l 
yea r ; then des t roy . 

Cut o f f at end of calendar year 
r e ta i n f o r four (4) add i t iona l 
years i n o f f i c e ; then dest roy. 

D i r e c t o r , Dept. of L icenses & Permits 
TITLE OF DEPT/AGENCY REPRESENTATIVE TJATE -

County Records Manager 

DATE 
Schedule Authorized by Hall of Records Commission 

SIGNATURE TITLE DATE 
DISTRIBUTION: Original - Hall of Records; 2nd Copy - Department/Agency; 3rd Copy - Records Manager 
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6. 

7. 

8. 

9. 

F ILE CARDS c o n s i s t i n g of a c ro s s index (both a l phabe t i ca l ' 
by t e n a n t ' s name and numer ica l ly by case number) of 
a l l incoming wr i t ten compla ints . 

TAPES c o n s i s t i n g of a l l record ings of hear ings before 
the Hearing O f f i c e r and the Landlord/Tenant Commission. 
Each tape i s labeled to correspond-with the hear ing 
number. 

APARTMENT MANAGEMENT AGENT'S LICENSE F I LES c o n s i s t i n g o f 
both ac t i ve and i nac t i v e Apartment Management A g e n t ' s 
L icense app l i c a t i on s and other general correspondence. 
F i l ed a l p h a b e t i c a l l y . 

RENT INCREASE PETITIONS & HARDSHIP PETITIONS c o n s i s t i n g 
of a l l p e t i t i o n s f i l e d dur ing rent control and other 
correspondence r e l a t i n g to rent contro l l e g i s l a t i o n . 

* * * * LAST I TEM* * * * 

y Cut o f f at end o f calendar 
yea r ; r e t a i n f o r four (4) 
add i t i ona l year s in o f f i c e ; 
then des t roy . 

Retain f o r four (4) years in 
o f f i c e , then des t roy . 

Cut o f f at end o f calendar 
yea r ; r e t a i n f o r four (4) 
add i t i ona l year s in o f f i c e ; 
then des t roy . 

M i c r o f i lm , then dest roy 
o r i g i n a l s . 


